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dl Ertabiisn Retention Schedule: record will continua to accumulate. 
0 Dispor  of present accumulation: no further accumulation anticipated. 

1963 to date Attendance Register Files 
_._.- ~ I. . .  ~.~ . . 
6. Okiuian bnd Offia Fun&on What is the function of the Division and the Offi  

.~ . . - -  
A l t o  Education and Evaluation Center provides academic and vocational 7 
programs designed to equip youthful pub l i c  offenders with marketable 1 
skills. 
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7. R-rd Sarior OeJaiption This file contains the following documents (include form numben and dtles, i f  anyj: 
A m &  ssmples of the file. 

Documents relating to: documenting & the attendance o f  students enrolled in the school. 

lnduckd are: 

. .  

Attendance Register Sheets. c o n t a i n i n g  teacher 's  name, l i s t  o f  
s tudents  i n  t h e  c lass,  at tendance data and o t h e r  r e l a t e d  in format ion.  

Chronologically by month o f  report.; 4 thereunder by teacher. 
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..-f..,la thr information contained .in this series ever Dublished? If vcs. attach CODV. 
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0. Is the infwnation 
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11. R e t m ~ k n  Rquirements The follcwinq requirer the series to be kept: 

.years. d. Audit period -_~--.OL ~ ~ . ~  years 

.years. a. Administrative need -_ . 33_..~. ~ ; years b. stltutm of limimtion 
c h d u a l l a w  I -0- .yearr f. Federal retention inmuctionr - ~ -A----years 

A p c h  a p y  01 exwft of law 01 regulations. Explain adrnininratiie need. 

h s&bW ~. -0- -~ -0- - 

e.'+ State Board o f  Education Policy 40-4311 states that  the Attendance Register 
be kept 3 years. 
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12 AwvA Dlrpndtian lnmuaionr This agency recommends that the i l e  series be cut off a t  the end-of each: 

0 Cdendar Year: 0 F i w l  Year: la. Other -..~Scho.ol Year 
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then, 

dl Hold in the current files area - tTIcinth(Y) -3 - -year($); then 
a trinrtor to local holding area; hold - 
0 Trandw to State Records Center; hold - 
'dl Destroy. 
0 transfur to State Archives for permanant retention. , 
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Them insuuctions apply to a l l  prior and future accumulations of the wries. 
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